State of California DEPARTMENT OF WATER RESOURCES The Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Right of Way Agent 3240-4959-BCP 50026991 1
APPOINTEE SAP PERSONNEL NO. [ DIVISION/SECTION

Engineering / Real Estate Branch / Acquisitions

COLLECTIVE BARGAINING IDENTIFIER

Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:
1
RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION
[J Supervisory [ Lead Person Allan Davis Senior Land Agent (Supervisor)
APPROVED BY (Personnel Analyst's Name) DATE
TN 9/8/06
P eg_c;j%rg of Activity

POSITION SUMMARY

A Right of Way Agent in the Acquisition and Utility Relocation Section of the Real Estate Branch of
the Division of Engineering, under close supervision, works at the apprentice level and is
responsible for completing routine real property acquisitions and utility relocations with the intent
of being able to demonstrate that all property rights necessary for certification of Reclamation
Board and State Water projects have been secured. As Section workload changes, work in other
Real Estate Branch Sections may be required on a temporary basis.

ESSENTIAL FUNCTIONS

This position requires that the incumbent work effectively and cooperatively with others, including
the public and other governmental agencies, develop and maintain permanent records for all work
completed, and maintain consistent and regular attendance. The specific duties are:

40% Initially with supervisor's direction and guidance, and in the presence of supervisor, present and
negotiate State's acquisition offer to property owners, and lessees in accordance with statutes and
laws affecting such activities with the goal of obtaining signed agreements. Explain property owner
and lessee rights, including the Eminent Domain process. This may require flying or driving during
work or off-work hours to various sites to negotiate with and/or obtain information from any of the
above listed entities. The Agent may be required to travel during and after work hours, and may be
required to stay overnight. Travel to sites may require travel to locations via air travel or other
means of transportation. May involve driving a pick-up truck or other vehicle off road on rugged
terrain to and from sites, and may require working on uneven terrain or in enclosed areas. The
Agent may be asked to notarize land transfer documents in order to expedite the property rights
acquisition process. Negotiations are often non-complex in nature, and require the Agent to
negotiate in good faith to secure the necessary property rights. As competency and acquisition
knowledge increases, Agent will have the opportunity to make first offers without supervisor being
present. After being in the position for some time, and as the Agent's understanding of the

SUPERVISOR’S STATEMENT: | HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.
SUPERVISOR’S NAME (Print) SUPERVISOR'’S SIGNATURE DATE
Allan Davis >
EMPLOYEE’'S STATEMENT: | HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.
EMPLOYEE’S NAME (Print) EMPLOYEE’S SIGNATURE DATE
>
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acquisition process increases, may perform, with close supervision, Fair Market Value estimates
for non-complex transactions with a total valuation equal to or less than $5,000.

Assist with preparing project fact sheets, reviewing plans and specifications for completeness, and
reviewing environmental documentation. Use computer programs to locate and determine
ownerships, attend feasibility meetings and prepare meeting summaries, prepare appraisal and
site assessment requests, keep updated status of projects in database, review property
management maps to determine who has superiors rights, consult with supervisor to determine
project boundaries and design information. Assist journey level Agent in locating and inventorying
public road and utility facilities requiring relocation to accommodate project construction. While
keeping detailed records, secure temporary entry permits of varying degrees to allow DWR to
conduct the necessary pre-construction studies and surveys.

With supervisor's guidance, prepare clear, concise and accurate correspondence and documents.
Also prepare and process signed contracts, agreements, entry permits, and other documents
related to real property acquisition, including Memorandum of Settlement, escrow instructions, and
warrant requests. With supervisor's assistance, analyze title reports, and forward information to
title company representatives, review legal descriptions, and right of way maps to determine the
appropriate disposition of title exceptions. Work with supervisor and DWR legal staff on
agreements and contracts.

Assist supervisor with gathering information and data required to help in the preparation of
presentations to the Water Commission or Reclamation Board. Assist supervisor and journey level
Agent with other activities associated with preparation of condemnation cases.

OTHER RESPONSIBILITIES

This position may also provide necessary support to the Division of Flood Management, Safety of
Dams, Operations and Maintenance, Engineering and/or the Office of Water Education during
Governor-declared emergencies, flood, dam, SWP and other incidents and emergencies. This
position may serve in one of the sections as established in the Incident Command System to assist
the Department in performing its emergency response functions. These functions are established
in the California State Emergency Plan and the Department's Administrative Orders.
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SPECIAL REQUIREMENTS

Unusual working conditions include out of town assignments, overnight travel, and working odd

hours as necessary.

A valid California Driver's License is necessary to drive personal, state, or rental vehicle on public

roadways.

May need to possess a current Notary Public License, or obtain a Notary Public License within 90
days of starting employment with the Real Estate Branch. License securing and renewal fees are
reimbursed to the employee upon agreement that the Notary Public License is only to be used for

State business.
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40%
	activity: POSITION SUMMARY
A Right of Way Agent in the Acquisition and Utility Relocation Section of the Real Estate Branch of the Division of Engineering, under close supervision, works at the apprentice level and is responsible for completing routine real property acquisitions and utility relocations with the intent of being able to demonstrate that all property rights necessary for certification of Reclamation Board and State Water projects have been secured.  As Section workload changes, work in other Real Estate Branch Sections may be required on a temporary basis.


ESSENTIAL FUNCTIONS
This position requires that the incumbent work effectively and cooperatively with others, including the public and other governmental agencies, develop and maintain permanent records for all work completed, and maintain consistent and regular attendance.  The specific duties are:

Initially with supervisor's direction and guidance, and in the  presence of supervisor, present and negotiate State's acquisition offer to property owners, and lessees in accordance with statutes and laws affecting such activities with the goal of obtaining signed agreements. Explain property owner and lessee rights, including the Eminent Domain process.  This may require flying or driving during work or off-work hours to various sites to negotiate with and/or obtain information from any of the above listed entities. The Agent may be required to travel during and after work hours, and may be required to stay overnight. Travel to sites may require travel to locations via air travel or other means of transportation.  May involve driving a pick-up truck or other vehicle off road on rugged terrain to and from sites, and may require working on uneven terrain or in enclosed areas.  The Agent may be asked to notarize land transfer documents in order to expedite the property rights acquisition process. Negotiations are often non-complex  in nature, and require the Agent to negotiate in good faith to secure the necessary property rights.  As competency and acquisition knowledge increases, Agent will have the opportunity to make first offers without supervisor being present.  After being in the position for some time, and as the Agent's understanding of the
	classification: Right of Way Agent
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	activity2: acquisition process increases, may perform, with close supervision, Fair Market Value estimates for non-complex transactions with a total valuation equal to or less than $5,000. 

Assist with preparing project fact sheets, reviewing plans and specifications for completeness, and reviewing environmental documentation. Use computer programs to locate and determine ownerships, attend feasibility meetings and prepare meeting summaries,  prepare appraisal and site assessment requests, keep updated status of projects in database, review property management maps to determine who has superiors rights, consult with supervisor to determine project boundaries and design information.  Assist journey level Agent in locating and inventorying
public road and utility facilities requiring relocation to accommodate project construction.  While keeping detailed records, secure temporary entry permits of varying degrees to allow DWR to conduct the necessary pre-construction studies and surveys.

With supervisor's guidance, prepare clear, concise and accurate correspondence and documents.  Also prepare and process signed contracts, agreements, entry permits, and other documents related to real property acquisition, including Memorandum of Settlement, escrow instructions, and warrant requests.  With supervisor's assistance, analyze title reports, and forward information to title company representatives, review legal descriptions, and right of way maps to determine the appropriate disposition of title exceptions.  Work with supervisor and DWR legal staff on agreements and contracts.

Assist supervisor with gathering information and data required to help in the preparation of presentations to the Water Commission or Reclamation Board.  Assist supervisor and journey level Agent with other activities associated with preparation of condemnation cases.


OTHER RESPONSIBILITIES
This position may also provide necessary support to the Division of Flood Management, Safety of Dams, Operations and Maintenance, Engineering and/or the Office of Water Education during Governor-declared emergencies, flood, dam, SWP and other incidents and emergencies. This position may serve in one of the sections as established in the Incident Command System to assist the Department in performing its emergency response functions.  These functions are established in the California State Emergency Plan and the Department's Administrative Orders.
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	activity3: SPECIAL REQUIREMENTS
Unusual working conditions include out of town assignments, overnight travel, and working odd hours as necessary.  

A valid California Driver's License is necessary to drive personal, state, or rental vehicle on public roadways.

May need to possess a current Notary Public License, or obtain a Notary Public License within 90 days of starting employment with the Real Estate Branch.  License securing and renewal fees are reimbursed to the employee upon agreement that the Notary Public License is only to be used for State business.
	supervisor name: Allan Davis
	employee name: 


